-“ BEN' WI FDRTBDN! JR-
SECRETARY OF BTATE

DEFARTMENT OF ARCHIVES AND HISTORY
ARCHIVES & RICONDS EUILDING
ATLANTA, BEOREBIA 30334

Memo From the Desk of— | | WANDA ANDERSON

[P

October 16, 1974
MEMO FOR THE RECORD

The State Scholarship Commission is
following the standard 73-58 that is
published in the Records Retention
Schedule and not the original we have

on file. The published version supercedes
the attached, which ghould read 1 year
in the current files area and three in .
the Records Center; then destroy (See

_the Records tent
page 25-9 of Publication 73-RM-3)

as per agency request.
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10-16-74

Reference: Ron Raven, State Records Center
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" Application for ' ' PAGE

oF DEPARTMERT OF ARCHIVES & BISTORY

%mmx -RECORDS DISPOSITION STANDARD : 1

RECORDS MANAGEMENT DIVISIOR

e
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1. Apylic.tlon pate . IRSTRUCTICRS See separate instructions for completion of § FOR RECORDS MANAGEMENT nrv:srow usxﬁ
Februar! 22. 1972 front and reverss of this form. Sign original and two eop'ul Date R'c‘i'l" Dlti anpletaa
e

l—é—-l-.TMr Appneulon Ne.

4 | o _

3, AOERCT, Diviefon, Suddivision & Administering Office Address

Georgia Higher Education Assistance Corporation
270 Washington Street, S.W. - Room 703.

nd forward to Department af Archivas and .U'utory, Aeemtian 2—4_ -18 2
. . A?Q

Recorde Management Officer.
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Pcraon to Contact - \

Ralph D. Roberts
Records Management Officer

Atlanta, Georgia 30334 _Vorking Tieie . - 6 , Te1. Mo, -
Fl.s.,,.s»‘.é}v._.fo;k%eeWJ_l..é_—%é:é%_lQQWT.
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7. ACTION REQUESTED R T e
[x] ESTABLISH DISPOSITION STANDARD ===fz3--DISPOSE OF PRESENT ACCUMULATION;

.RECORD WILL CONTINUE TO ACCUMULATE : NO FURTHER ACCUMULATION ANTICIPATED.
F’s-:;mﬁ—:;.r S 1"~Tﬁ77‘7§‘—;:‘uc;‘333;;;9 ;I;TEI-.E 'mz’r—'A'i‘T‘"”'C’}“—l“—mi*ff'T:ﬁ’TlT‘ SRR M S TR ST L e I SR s e <
FY 1965 - FY 1969 NOTICE OF STUDENT LOAN GUARANTEE FILE
\‘hlt runctiun pcrforued resulted 1n creation of this series i — 7__‘_1"‘ T T — e
"The fanction of the Higher Education Assistance Corporation is to: . . fﬁ‘“\\

(1) Guarantee student educational loans made by eligible lending institutions located

. throughout the state of Georgia. This includes the receiving, evaluating and processing
of all student applications for loan guarantee. Approved appllcatlons are then processed
for guarantee by the Corporation. ,

(2) Represent or act as agent for all eligible lending institutions in Georgia for the

- purpose of fulfilling requirements of Federal laws, rules, regulations or formulas
pertaining to the use of federal funds on guaranteed student loans. This included
billing the Federal Government for interest due on each student loan and the subse-
quent disbursement to the proper lending institution; filing of all necessary documents,
reports and information with the U.S. Office of Education; and maintenance of all
accounting and other records for audit purposes and/or future reference,

1 .nxschzf?ﬁoa OF SERTES - Include Forwm No. & Form T{tle, if Tny T

When the Georgia Higher Education Assistance Corporation guarantees a student 1oan made by
a participating lender, a Notice of Student Loan Guarantee (Form GHEAC-3) is sent to the
lénder and a copy is sent to the student, A third copy (the Record copy) is retained by
the Corporation. This is a signed legal document binding the Corporation to pay off the
lender in case the student defaults on payment of the loan.

' MEMO FOR THE RECORD; on February 1, 1973 thls appllcatlon was altered at Agency request
to make of it a standard for a record which will continue to accumulate.

W.G. KEES
Records Mngmnt Div.
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F::::‘VQUESTION\%AIRE PI.:O nn ; in the propor eoluuu ‘.(f ‘a.u-v:; u"ua.:" -‘;_l.ena:_.up‘.lui.n' . | C. ST TES—;:;NO

13. Is this the Record COP? of the series? Wili be located at State Records Center kX [].
ik, Is there a dupllgetion of this series in another office or agency’ 10 Ibd
' %
L 3
15. Is the information contained in this series ever summarized or published? !
Agency Annual Report to General Assembly and Annual ‘Audit Report A .
16. Does the series contain classified information regulrlng security handling? (1 ®
4 17. Does the series document policles and procedures of agency s operation or function? [] [
18. Could the function be performed if the files were lost or destroyed? ' ®
' Basic information is contained on computer tapes. L A
19. Is the series (or meJor portion of it) regularly microf11med° If yes, why? (1 M
§20. Does the record series provide data as input to an EDP flle? _“ | B[]
; All pertinent Data is keypunched on Computer Tape :
{21. Does the record series contain documentatlon produced as EDP printout? [‘i i]
| Various revirts containing certain specific information ' :
122, T= *.c series affected by Federal or grant funds? See Federal Higher Education b []
- Act of 1965 (P.L. 89-329, Title IV, Part B, Sectiom 177.4)
123. Will there be a need for these records 10, 15 years from now? If yes, what? M []

|
;l Records must be maintalned for not less than 3 yrs. after student 1oan is paid in full.
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ﬁ%ﬁ;)REQUIREMENTS. The following requires the files to be kept 21 __years:

a.{]JSTATE ©».[]STATUTE OF ¢, KAUDIT d.FEDERAL  e.[XADMINISTRATIVE f.[JHISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

Federal Higher Education Act of 1965 (P L. 89-329, Title IV, Sub-Part A Section 177.8)

‘:._1.__, T

AGENCY RECDMMENDATIONS This agency recommends that the file series be cut off at the end
f each ~[]CALENDAR YEAR -~[JFISCAL YEAR -[]OTHER o - sthen:
" A.[]Destroy immediately after cut off,
5 B.[KHold in current files area 15 _ 1 month(s)/ o _year(s) then:
§ . 1 []Destroy.
§ T "2 [Transfer to records center; hold 20 _mwyear(s), then.r
: . ' a [Destroy. . L .

b []Transfer hlstorical material to Archlves,

“destrby remainder.

3 [Ipestroy after audit (or___ _ . year(s) after audit).
C. []Hold in current f;les area indefinitely. _ _ .
D.[JHold in current files area__ __year(s), then transfer to Archives permanently.
E.[Jother : ‘

{Indicate briefly rationale for recommendations above/or write additional remarks):
Federal laws and régulations require that all records pertaining to each student loan be re-
__tained for not_ less than three (3) vrs. after loan has been repaid, repayment period maximum
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Lo 18 vears (ATTACH SAMPLES OF THE SERIES WHEN POSSIBLE) T
l atary tates @ [lec . proved Tfor Dln‘.uton “Pate TRecords Was n;em:nt orrfur Date
ixu«éEZ%?? 942%5? Yo%~ WY VO o i J Ralph_D. Roberts ”/18/'
1 Head/Of! Agency, Data,
Recommendations DGApproved []{hsrapp_roved) t1n O - :’z/

- e "ﬁ‘hw T T A e Dlrectur Arch! (T3 . g tqr, e -
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ST“TE ICE OF SBCRETARY OF STATR :

. ,-‘ o oF A PP] ication for DEPARTMENT OF ANCEIVES & NISTORY PAGE .
GEORGIA _ RECORDS DISPOSITIQON STANDARD RECORDS MANAGEMENT DIVISTON 1
1 Fpication e ommiiiions. — Ses siarate fostrsations for compietion oT | FOM RECORDS mamkcEwrer srveszon vsr
2/20/73 fromt and reverse of thie form. Sign original and two copies Date Recelved Applicstion Yo. Dete Completed
2 .Al'ner Application Wo. and foruvard te Departmant of Arohives asd gletory, Attentionm: ' r 2
Records Managsment Officer. ;‘ \ y ~~9‘7’9773_-{‘_?__/£77‘*/ij¥§ 2 2 197

. Person to Coatact

Ralph D. Roberts
Records Management Officer

§' “RTERCY, Dirision, Busdivision & Administering Office Addreas
.

State Scholarship Commission
270 Washington Street, S.W., Room 703C
Atlanta, Georgia 30334

5 '\‘brking Title Tel. Wo.
*

S oo piscal officer | ‘6s6-3200 |
7.ACTION REQUESTED o o .o
Eﬂ ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
3'_‘{;..3':‘.’";’.’?: 9 _;;:1 sERILs TITLE o T T e T T
FY 65 to date See Attached List

e i et —— e ——

16 What fuoction perforsed resulted in crestion of this series
.

The Scholarship Commission is responsible for administering a comprehensive Statewide
Student Assistance Program designed to provide (1) financial access to post-secondary
education to increased numbers of Georgla citizens, (2) a wider choice of educational
institutions to citizens of Georgia, (3) timely dessimination of information regarding
such programs to students in secondary and post educational institutions and to the
adult population at large, (4) direct assistance to students in obtaining fimancial
aid available through such programs, (5) assistance in recruitment of students into
fields of study where a critical shortage of trained personnel exists, (6) efficient -
management of student aid funds and coordination of student aid programs, and N
servicing requirements associated with guaranteed and direct State student loans on

a post-graduate basis from five to ten years,

'il TI)!SCMPHDII oF EERTEIE - Jaclude Porm Mo. b Form Title, {f ay
.

See attached list
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QUESTIONNAIRE Place ..‘ “* 1. ihe proper column. If amsver is “TES,® pleass expleis , . YES NO
13. Is this the Record éopy of the series? S ‘ | : - ‘ ¢ [] []
14, Is there a duplication of this éerie# in another office or agency? S
15. Is the information coniained‘inrthié sefies ever summarig;d or publishedt . g []
16. Does the series contain classified informetion requiring security handling? | [y 11
17. Does the series document policies and: procedures of agency's operatlon or function? [] []
18. Could the function be performed if. the files were lost or destroyed? . [1 1)
19. Is the series (or major portion of 1t) regularly microfilmed? If yes, why? (1 11
20. Does the record series provide data as input to an EDP flle? | [1 1]
21. Does the record series contain documentation produced as EDP printout? [1 1]
22. Is the series affected by Federal or grant funds? - : [1 1)
23. Will there be a need for these records 10, 15 feafs from nc;? It yéé, what? {1 1[1
2L, REQUIREMENTS. The following requires the files to be keptffjiZEEifti;ears:

a.[JSTATE b.[]STATUTE OF e.[)AUDIT d.[JFEDERAL  e.[]ADMINISTRATIVE f.[)HISTORICAL -

25.

e (ATTACH SAMPLES

26.

Recommendations [‘]Approved _[1oisapproved]
in Paragraph 25 Ef]Approved ‘[_;]_['thsappro\{gd - 5 v e TR

. AGENCY RECOMMENDATTIONS. This agency recommends that the file series be cut off st ihe end

LAW LIMITATION ’ PERIOD " LAW DECISION VALUE
(Cite Law, Statute, or other reason for the getention.requirement)

of each -[]CALENDAR YEAR -[]FISCAL YEAR , -[K]OTHER sthen:
SEE ATTACHED LIST ’ .
A.[]Destroy immediately after cut off. L
B.{]Hold in current files area month(s)/__  year(s), then:
1 [Ipestroy.
2 [)Transfer to records center; hold ___year{s), then:
a []Destroy.
b {[]JTransfer historical material to Archives;
destroy remainder.

3 [lDestroy after audit (or___ year(s) after audit)
¢.[JHold in current files areas indefinitely.
D.[]Hold in current files area_ year(s), then transfer to Archives permanently.
E []0ther

(Indzcate briefly rationale for recommendations above/or write additional remarks) :

OF THE SERIES WHEM POSSIBLE)

A

lnunto_ry taken by . fgrmnsenéations prepfred by Ap O-th for Diviaion bDate Racords l-n;;a-eut officer D.t;r
.Donald Keen_am._*___,l‘o przh&m_l S IRalph Roberts 2/20/73 _
- ‘ [Ty of Ageney ,; X Tate -1
T A

xxxxxxxxKXxxxkxmxx Dept.  of Auditgs
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Bo:rnlry of Stato/Des]_gﬁée Date

are; E%‘Eiﬁ €§f§%d _[loisapproved| (j f:iiLQJ?fglfqéfL_M‘ _|5-19-75]
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ot = STATE SCHOLARSHLE COMMISSHITON Y

Georeta Hpher Bducatton Assiatanee Cortporatfon Mvlalon

Appl. : .
Noo Peserdpttom S binpontticn
K . . : 1
r’} Jle LPNDING INSTUPRTION AGREEMENTS FILES = © Upon tepaymenY of all outntanding
Pecoments related to Contreacts betvern loant and terminating ol apreement,
Conrgla MHeher Educatlon Asslstance place all papere in the Inactive
Corporation and (ndividoal Tending lNle; then cut off the tuacyive
Lt ttut tons whileh speetifes the ‘ file at the vnd of erach ftacal yeary
tevms, condlitfona and agreements under then retire to State Archives,
which the Corporat ton will goarantee APPROVED: 03/22/73. ,
repavment. of student loans to lendling
Institutions In the handltop ol ald
transactions requlred by the Tederal
gevernment o the student loan program,
Included are form GUEAC-4, Federal
Interest Pavment Agency Apreement and
Form GHEAC-5, Guaranty Loan Apreement, ,
File is Jrrlnprd alphlhetltnlly by
leanding fustlitution,
5 - LOG OF STUDENT LOAN APPLICATIONS Cut off files at end of each [iscal
'7:5_1‘]7 RECE[VFD FILES = Documents rv]nlvd_tQ_" year, then hold in current files
the Inftial request of stadents Tor area 6 months; then destroy.
; approval of a loan guarantee by APPROVED: 03/22/73. -
. Ceorvla Higher Educatton Asstatance S .
Corporation, Included are loan .
apptication log sheets which st
each request as received, File is
arranped by date recefved.
65 CUARANTEED STUDENT LOAN DATA FILE - Cut off files at end of each fiscal
Documentr rolated to the protessing year} then hold in current files
of studcnt leans puaranteed and dis- area 15 months} then transfer to
bursed, status changes and data . Records Center, Hold 20 years;
chanpes. Included are the followlng: then destroy.
GHEAC-1, Student Application for Loan APPROVED: 3/2/72

Guarantec, GHEAC-10, Student Loan
Disbursement Reéports, GHEAC-11, Student
Loan Change of Status Reports and GHEAC
Chanpe of Name/Address/Date form, File
s arranpged by batch number.’

0TI OF LOAN GUARANTEE FILES - Cut dff files at end of each fiscal
Documents of a legal nature that binds yecar; then hold in current files
the Ceorpia Wgher Education Asslstance area 1 year; then transfer to

Corporation to pay off the student loan Records Center, hold 3 years; then
account balance to the original lending destroy.
tnstitution If the student falls to APPROVEDT 2/1/73

Iran{a). Included Is copy of form
CHEAC-3, Notice of Loan Guaruntce, File
is arranged by date processed and there-
under by batch number,

complete his oblipgation to repay the /4)"‘-'44{5 3,7‘2_{/_/1/3%2/‘ 5/2/71



